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This Job Aid shows how to: 
• Maintain company information 

Of Special Note:  
A Seller Administrator has the ability to maintain company information. It is the responsibility of the Seller Administrator to 
maintain the company’s information and ensure that the information provided is true and accurate. The Seller 
Administrator also has the ability to edit the selection of commodity codes and to add and manage users, in addition to 
inactivating users who leave their role or organization.  

Screenshot Directions 

 

1. Launch the COMMBUYS website by 
entering the URL 
https://www.commbuys.com/bso/ into the 
Browser. 
 
Login using your Login ID and password 
 
 

 

 

2. This image displays the home page of a 
Seller Administrator. Select Maintain 
Organization Information to perform 
organization maintenance.  
 
Note: If you have both the seller roles, make 
sure you are in the Seller Administrator tab. 

https://www.commbuys.com/bso/
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Screenshot Directions 

 

3. This screen will allow you to edit and or add 
information to maintain accurate records for 
your organization.  
 
Note: The Commonwealth will not be using 
the Maintain Regions icon.  Additionally, the 
Credit Memo List will not be used.  

 
 

 

4. Select Maintain General Organization 
Information to maintain the organization’s 
default information, including name, business 
description, emergency contacts and any 
attachments. 
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Screenshot Directions 

 

5. The Maintain General Organization 
Information page is where you manage your 
organization’s general information.  
 
Description of fields: 
• Vendor ID – identifier of the current 

Vendor record; non-editable field 
• Company Name – required; enter or 

modify the Vendor company name 
• Vendor Legal Name – required; enter or 

modify the Vendor’s legal name 
• Tax ID# – required; cannot modify  

• Is Tax ID # an Employer, 
Identification Number (EIN) or a 
Social Security Number (SSN)? 
– choose the type of Tax ID when 
registering  

• Country Code for Tax ID – designate 
Tax ID country 

• Incorporation Details – the state and 
year of incorporation for the Vendor 

• Business Description – short business 
description  

• Preferred delivery method – Vendor’s 
preferred notification method (drop down) 

• Vendor Email – required 
• Vendor Fax –not required  
• Emergency Supplier – if yes, complete 

the other emergency fields 
 

On the bottom of the Maintain General 
Organization screen, you have the ability to 
add an attachment to the Vendor’s profile. 
 
Click Choose File to add an attachment then 
enter a description and check confidential if 
applicable.  
 
Click Upload to finalize the attachment.  
 
Click Save & Exit to save updates and return 
to the Maintain Organization Information. 
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Screenshot Directions 

 

6. Next, select the Maintain Addresses icon 
on the Maintain Information homepage. 

 

7. Add or edit vendor addresses on this page.   
 
Note: If you see the word Edit in the Name 
column, please click the Edit to open a 
detailed view of your organization’s address 
and update the “Name this Address” field 
 
Click the Add Another Address button to 
add a new address.  
 
 

 

8. An organization can have as many 
addresses as needed, but each address type 
is required to have a default.  
 
There are five address types to choose from:  
• Bid Mailing Address 
• Emergency Mailing Address 
• Purchase Order Mailing Address 
• Remit Address 
• Sales Address 
 
Required address fields are marked with an *.  
. 
By default the address is marked Active, but 
other options include: 

 Inactive 

 Deleted 

 Locked 

 Pending 
 
However, if only one address has been 
entered, only Active is available as a 
selection. 
 
When complete, click Save & Exit. 
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Screenshot Directions 

 

9. To edit a Vendor’s address, click the 
hyperlinked name to open the address 
information (seen on step 7).  Edit the 
information as desired.  
 
When complete, click Save & Exit. 

 

10. Select the Maintain Commodity-EPP 
Codes & Services icon on the Maintain 
Information homepage. 

 

11. Select the Maintain Commodity – EPPs 
icon to add or inactivate commodity codes for 
the Vendor profile. 
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Screenshot Directions 

 

12. All Vendors must have at least one 
UNSPSC code associated with their Vendor 
profile.  
 
Click the Add Additional Codes button to 
add codes. 

 

13. Search by Class, Item, and/or Keyword to 
find the UNSPSC code(s) to assign to the 
Vendor.   
 
You can also click through the hyperlinked 
codes listed to open further detailed UNSPSC 
segment numbers. 
 
UNSPSC codes determine which bid 
notifications you will receive; therefore select 
all possible codes to cast the widest net. 
 

 

14. Select all the possible codes and click 
Save at the bottom of the screen. 
 
Save and Add More can be used to continue 
to another UNSPSC search. 
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Screenshot Directions 

 

15. Once saved, the codes will appear as 
current codes.   
 
To deactivate (remove) codes, check the 
Deactivate box next to the code you wish to 
remove and then click Deactivate Selected 
Items.   
 
To add more codes click Add Additional 
Codes. 
 
Click Cancel & Exit when commodity code 
maintenance is complete. 

 

16. Select Display Inactive Commodity 
Codes from the Commodity Maintenance 
homepage. 
 
This displays a list of commodity codes that 
were at active at one time for the vendor. 
 
 

 

17. To reactivate commodity codes that have 
been deactivated, simply place a check mark 
in the item’s Activate box and click Save & 
Exit. 
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Screenshot Directions 

 

18. Next, select the Maintain Terms and 
Categories icon on the Maintain Information 
homepage. 
 
 

 

19. Edit the terms and categories associated 
with your COMMBUYS account. Some 
categories cannot be self-selected as they 
require Commonwealth approval and will be 
selected internally by the Commonwealth. 
 
To add a Category to the profile, check all the 
appropriate boxes and scroll to the bottom of 
the page. 
 
Once you are finished click Save & Exit.  
 
Categories – Categories are often used to 
identify businesses, for instance a minority 
owned or small business, so they will be 
searchable using this criterion.  
 
Certifications – Certifications are agency-
defined ways to verify and document Vendor 
compliance with categories. May include: 
licensing, insurance policy numbers, or any 
proof of compliance as determined by the 
agency 
• If there is a certification available for a 

category, it will be available to add once a 
category is  assigned and the changes 
saved. 
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Screenshot Directions 

 

20. Next, select the Maintain Quote 
Attachment Repository icon on the Maintain 
Information homepage. 
 
Attachments can be added as a file and/or as 
a folder to the repository. Once created this 
repository is viewable by the vendor users 
and buyers. 
 
 

 

21. Click the Add File link. 

 

22. Add a name, a brief description and 
browse to the file you wish to attach, and 
select Save & Exit.  
 
The file will now be available for attachment 
when submitting quotes. 
  
 

 

23. To create a folder, click the Create Folder 
link seen on step 21. 
 
Add the name of the folder to use for file 
storage and Click Save.  
 
The new folder will now be available for file 
storage. 
 

 


